This tutorial will show you the steps to create this simple Flyer using Microsoft Publisher.

Steps

01: Publication Types

02: Page Size

03: Margins

04: Add Text

05: Format Text

06: Line Spacing

07: The Word Art Gallery
08: Edit Word Art Text

09: Word Art Menu Bar
10: Format Word Art

11: Set Custom Color

12: The Drop Shadow Icon
13: The Shadow Color Icon
14: Add Images

15: Insert Picture From File
16: Arrange Order

17: Save File
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For a larger image click the link below
Easter Flyer (400px by 566px)

If there is anything that is unclear to you, or you spot any mistakes,
please send email to feedback@flyertutor.com Suggestions are always welcome.
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Step 01: Publication Types

Upon opening Microsoft Publisher

2007, you will see a listing of
Popular Publication Types.

Select Blank Page Sizes.

Step 02: Page Size

|
I

Elank Page Sizes

E-rnail

Labels

Fopular Publication Types

Brochures

Flyers

Mewsletters

Busingss Cards Calendars
L]
Greeting Cards Irmport word
Documents

@

Postcards wiah Sites

Standard

A3 (Landsc... A3 (Portrait)

B4 (Landsca.., B4 (Porfrait)

14 x 8.5" 8.5x 14"

4

Create custom
page size...

16333 % 1., 11693 1.

13893 % 9., 9.843x13..

Legal (Land... Legal (Portr...

A4 (Landsc...
11692 % 3.

ES {Landsca..,
0843 x 6.9,

Letter (Lan...

11x 85"

A4 (Portrait)  AS (Landsc...
22628 % 11.,. 2268 x5.8..

ES (Portrait)  Executive ...
6,920 x 9.8, 105 % 7.25"

Letter (Por Tabloid {La...
2511 17 % 11"

AS (Portrait)
2,827 182,

Executive (...
7.25% 105"

Tabloid (Por...
11 17"

Double click on "Letter
(Portrait) 8.5 x 11""to open
up a Blank Page.

m
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Step 03: Margins
Go to the File Menu > Page Setup.

This will open up the Page Setup Window.

To the right side of this window you will see the Margin
Margin Guides

Top: ols =
Left: 0.5 =
Bottom: 0.5 =
Right: 0.5 =

Guides section.
Set Top, Left, Bottom, and Right to "'0.5™.

Click on the ""OK"" button on the bottom right of the
screen.

Step 04: Add Text

Select the Text Box Icon on the Objects
Menu Bar to the left of the screen or go to Insert
Menu > Text Box.

Hold down the left mouse button, draw a Text Box
on the screen and then release.

Start entering Text, in this case it will be the
Company's Title and Contact Information:

O v B | & | E [E |

"Adrienne's Recreation Center
495 Aiden St.,

Atlantis Place, Atlantis 34332
Tel. 555.666.5555

Fax 555.666.7777".

o e (K[

*
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X

MNew...
Open...

Cloze

Import Word Document...

Save

Save As...

Publish to the Web...

Pack and Go

Convert to Web Publication...

Eind add-ins for other file formats...

Web Page Preview

Page Setup...
Print Setup...
Print Preyiew
Brint...

Send E-mail
Properties
Exit

Ctrl+M
Ctrl+ 0
Ctrl+F4

Ctrl+5

Ctrl+P

Alt+F4

Insert

Page...
Duplicate Page
Section...

Page Mumbers...

Date and Time...

Design Gallery Object...
Add to Content Library...
Itern from Content Library...

Business Information...

Picture
Teut Box
Text File...
Object...
Hyperlink...

Bookmark...

Ctrl+5hift+ M
Ctrl+5hift+U

Ctrl+5hift+E

Ctrl+K

N
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Step 05: Format Text

Select all the Text, then move up to the
Formatting Menu Bar (which is

M Normal z|lmeshewRoman z)10 = B LI normally much longer than this).
EEE=SEITCIEE SN b-g-A-==c @3

Select the down arrow on the right side of ""Times New Roman'* and change the Font to **Segoe
Print™ which is a free Font that was downloaded from www.FontFreak.com.

Select the down arrow next to the number **10"" and set the Font Size to "'20".
Change the Layout to ""Center by clicking on the Center Icon
Then specifically select the Company Title, select the Bold Icon B and change the Font Size to *"26"".

Step 06: Line Spacing Paragraph [-5 feed
Next reselect all the Text and select the Line Irdents and Spacng | Line and Paragraph Sreaks
Spacing Icon *=. Genera
Aligrenent:
This will bring up the Paragraph Window. In
the Line Spacing section, change **Between 1““:““7‘3"_ - L i
Lines" to ""0.6sp™. Eiese | Ehen =] Lefz |0 :
Firstline: |O° = Right: (0O =
The Formatted Text should look like this: —

Adriernneg’s Recreation Center Before paragraphs: | Opt = Between lnes: |0.6sp =
495 Ajden St

i i Aftsr paragraphs: apt =
Aflantis Place, Atlantis 24532 e
Tel, 555.666.5555 Align text to baseline quides
Fax 555667777 sample

The ""April™ Text uses the Font ""Advert™ also
downloaded from www.FontFreak.com.

Font Size is "*30" and Layout is ""Center™".

[ o Canes|

Adrienne's Recreation Center
495 Arden St
Atlantis Place, A

3

Arlerscheo] parlicpanis
apg invalved in
£44 coloring. Pasket making, ic
- vited

fipril, 2009 ;._qgs and making cfa‘;‘:
5pm-7pm

City of Atfamtis
Recreation Deparbment
Admaga MoMilian, Magor

Algssa MelMilian, Comumissioner
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Step 07: The Word Art Gallery

Next we can add some Fill Colored Text with a Drop | Werdis Galley =
Shadow. In this case, the Text is "Easter Crafts Egg fezmal a2 _
Hunt". Wardat ﬁnrdm worda,. | Wordr]| Wordart ; Lo
We must use the Word Art Icon 4 found on the e T ! e ——
Objects Menu Bar since we want to have Text that AT WORAR TOREAIE) st

has both a Fill and a Stroke.

w WAt Word Art "'\JJ;|_L'.I|'1

Once you select the Word Art Icon, the Word Art — e ol 7 (]
Gallery Window will appear. Wordhet FuriAst | Warkhe | Wi o] i
'Iimm 1 ' 1 1l i - _ ? *
Select the 1st Option. Then click OK. ‘. H% W Serihr| 3
[ ok || cance |

Step 08: Edit Word Art Text
ot Wordr Tert &g This will give you the Edit WordArt Text Window.
T =B The Text to be entered is "Easter Crafts Egg Hunt".
Your Text Here In order to get the desired effect, we will have to do one

word at a time, then repeat the steps for each additional

word.

Where you see ""Your Text Here™ enter ""Easter™, click
on the down arrow next to Font and select ""Advert' and
set the Size to "'60"". Then click OK. Repeat for the other 3
i words.

The Text should look like this:

Easter
Crafis

€9y
Hunt

Step 09: Word Art Menu Bar
Now select each word by holding down the left mouse button and dragging over the four words. The
Word Art Menu Bar will appear.

Select the Format Word Art Icon % .
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Step 10: Format Word Art

This will bring up the Format Word Art

[ m o el | .
Femmat erdAr S Window.
':'I"I'TEEI"dLl"ES Size l Layout ] Picture | T:srtEu:-:-(I Webs |
Fil o You should be on the Colors and Lines Tab.
Color: [ ]
Transporsncy: 4 [l bon% =l In the Fill Section, select the down arrow next
Lne Arrowis to Color.

Cobor: |:‘||3 Begin style: _

Dashed: || Begin s2e: ] This will give you a drop down menu.

Shyle: I =1 End shyl=: -]

) - : Select More Colors.

Weight: 0.75pt F End size: Il Mo Fill

Comnector: | [-] EECEEN

Draw hfiCE'l'S::E‘laTlE Murt(dcr:m
Fill Effects...
Apply settings to new cbpects
Ok [ Ceneel [ Help
Step 11: Set Custom Color oo =
This brings up the Color Window which gives you the e o]
option to select Standard, Custom or Pantone Colors. —
Select the Custom Tab, then set Red to "'0"*, Green to
128" and Blue to "'232"".
Then click OK.
L |
Now go to the Line Section, and select the down arrow
next to Color. Select White.
Color mogdel: |RG3 |E|
Then set Weight to ""1pt'* and click OK. E:E mE
The Text should look like this: - .
Easter
i L ‘7

Crajis ) o

&gy
HKunt
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Step 12: The Drop Shadow Icon

No Shadew Choose the Drop Shadow Icon ifrom the Formatting Menu Bar while the Text
REE N is still selected. The Drop Shadow Menu will appear. Select Shadow Style 4.

an 0 The resulting Shadow will be ""Gray"'. To change this to "'Black™ go back to the
™ & W B Shadow Style Window and select Shadow Settings.

e 28

@ W m B Thiswill bring up the Shadow Settings Menu Bar.

Shadow Settings...

Step 13: The Shadow Color Icon

The Shadow Color Icon is last on the Menu Bar. Select the Black Down shadow Settings
AENNEEN e

Arrow next to the Icon and choose "'Black™".

Adrienne's Recraation Center
495 Aden 2
Adfantie Plage, Asfantis 4350
@ 4 Tel rer bbb ovys

The new Text should look like this: EM E:
aster
Funt @waﬁis

Here is what the Drop Shadowed Text does for the Flyer.

il <L *-'" v ".| ? il
ir"‘ﬂ.. Iﬂﬁi to Ss.r s r}' }' 1! e
EF-‘T:III'I'I- ;1,-,1"4. -..__-_-.-. 5

Arana Mol
Alyssa MeMillan, CopssiSsione

Step 14: Add Images
Here 1 downloaded the Images of an Egg and a Rabbit from
www.Clker.com, which is a site where you can download Royalty Free

u Clipart.

M You can also check out www.Public-Domain-Image.com,
b and OpenClipArt.org.
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Step 15: Insert Picture From File @] Clip Art
To Insert Images select the Picture Frame Icon & on the Objects I e
Menu Bar, then select **Picture from File™, or go to the Insert | -

Menu > Picture > From File.
@'} From Scanner or Camera..,

Empty Picture Frame

Be certain that your Images are in a Format that will be recognized
by Microsoft Publisher.

These Images are saved in PNG (Portable Network Graphics) Format.

Once the Image has been inserted, resize it by selecting one of the "'Circles' and holding down the
Ctrl + Shift Keys together, so that you don't get a disproportionate Image.

Step 16: Arrange Order

Select the Bring to Front Icon - on the Standard Menu Bar.
DEHdE 80 VE 55 S 9-0- 0 -G-8« 87 5% Q6 @,

This will change the order of the Images as you lay them out. Click on the Black Arrow to the right of
this Icon to bring up the Order Menu or by going to Arrange > Order.

. ) _ Arrange
Bring to Front Alt+Fi
Layout Guides...

Ruler Guides 3

Bring Forward

=
3y SendtoBack  Alt+Shift+Fé&
L

| Send to Master Page
S

Send Backward

G
= N 1 :
‘g Bring to Front Alt+Fo
~ ,
snap 24 Sendto Back Alt=Shift=F6
Mudge ¥ :
= 9 N 41 Bring Forward
Align or Distribute L 4 Send Backward
Rotate or Flip L
(= HH
} =
E Text Wrapping ¥

Change AutoShape ¥
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495 Adden 5L,
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Fax S58.660.7777
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City of Aflantiz
Resrgation Departnagnt
Apqang Mesijam, ﬁ-!.:-'.__a:n'

Alggra Mebilian, O geninU S5 AREF

Step 17: Save File

Once you've finished arranging your Images your document

will be complete.

It should look like this:

All that's left to do is Save the document.

Go to File > Save.
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Adrienne's Recreation Center
495 Arden ST,
Atllantis Place, Atlantis 34332
Tel. 555.666.5555
Fax 555 6&6.7777

Easter
@mﬁtrs
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M Altersehool participants
are invelved in
£gg coloring, basket making, ete.

- Farentls are invited
ﬁl“'“r 2009 to assist with hiding the
Spm-7 pm eqgs and making crafts.

Crty of Atlantis
Recreation Depariment
Amaya McMillan, Mayor

Alyssa MeMillan, Cowmmissioner
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